CITY OF LINCOLN, NEBRASKA
ONLINE BIDDING

*These instructions are written using Internet Explorer 6 on Windows XP. If you are using a
different web browser or operating system, dialog boxes may differ from instructions.

Step 1. Download Expedite file from Purchasing site.

Go to the City’s Website at http://lincoln.ne.gov. Type “bid” in the Search box, select Keyword
as search type (if not already selected) and click the Search button.
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» Some files can harm your computer. |F the file information below
\_‘/ loaks suspicious, or you do not fully trust the source, do naot open ar
zave this file.

Click the Download Expedite link.

File name: bid.exe

. . File type:  Application
Click Save to save the Expedite

! Fram: vy, lincoln. e, gov
program on your hard drive.

& Thiz type of file could harm your computer if it containg
rnalicious code.

Wwould wou like to open the file or zave it to your compuker?
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|[ Cancel ] [ Mare Info

Figure 2



http://lincoln.ne.gov/

The Save As dialog box daze b BX
appears Save in: |E} Expedite V| a ? i v
Create a new folder in My Fepent
“C:\Program Files\” called Dosuments
Expedite. (T
* For assistance creating Desktop
Expedite folder, please refer
to Appendix A-1. _,/

My Documents
Accept the default file name
bid.exe. 8

kdy Computer
Click Save. N

‘g File name: |bid.e:-:e b | I Save l

The Expedite file download MyMetwolk | Saveastype: | Appication v| [ cencel ]
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Downloaded:
Download to:
Transfer rate:

[]iClose this dialog box when download completes

[ Qpen ] [Dpenfnlc[\é—] [ Cloze ]

The Download complete dialog box
appears to indicate the file has been
successfully downloaded to your computer’s
hard drive.

Click the Open Folder button.
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Step 2. Create and Rename Desktop Shortcut

& Expedite |:”§|r>__<|
File Edit WYiew Favorites Tools  Help ':;'
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Address |23 Ci\Program Files\Expedite v| e

Right-click the bid.exe file.

File and Folder Tasks \#

Iﬂﬂ Rename this file

C@ Move this file

D Copy this file

&3 Publish this File to the
Web

Position the mouse over

Send To, and then click

Desktop (create shortcut).
3 E-rnail this File
¥ Delete this File

An icon appears on the
desktop.

Other Places
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Go to the desktop by right-clicking an empty area of the taskbar and
choosing Show the Desktop or by clicking the Show Desktop

button.

Click the text Shortcut to bid.exe, wait a moment, and then click
the text again. The text becomes highlighted, as shown in Figure 6.

Type Expedite and press Enter. The shortcut is renamed

“Expedi

te”.

Figure 6

Step 3. Open Expedite and Set Up Program

The first time you open Expedite, there will be a Expedite Bid!
New Installation message box, as shown in

Figure 7. Click OK.

The BID Options dialog box appears.

BID Options

Bidder Informatian l.ﬁ.genc_l,l.f'l[)] Unitz ] Ezport Fu:urmat] Import Fu:urmat] Mizc. ] Frasy ]

MNew Installation

Welcome to

Before you can get started, Bid needs to collect
zome information about pour company. Press
0¥ to go ko the Bidder Information window.

Figure 7
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Company Mame: |F'Iease Enter v'our Compaty Mame

Enter your organization’s

information under the

Address line 1: |555 Your Addresz Here A .
Bidder Information tab
Address Line 2 | of the BID Options dialog
. box.
City: |Yu:uur City State: |“h:uur5tate
. - Click OK.
Phone: |[555] EE5-5555 Zip: |nnunn
Far | Pager. | Minimize the Expedite
program window.
Email: |y|:uuremail@yl:uurdumain.l:l:um
k. | Cancel Apply Help
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Step 4. Download the Electronic Bid Submittal (EBS) file from the
Purchasing web site

Prior to completing the following instructions, you may want to create a folder to store you bid
files. If you need assistance, please follow the steps in Appendix A-2.

Go to the City’s Website at http://lincoln.ne.gov. Type “bid” in the Search box, select Keyword
as search type (if not already selected) and click the Search button.

Locate the correct project.

InterLine
= City of Lincoln
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CITY OF LINCOLN 2004 Bidding Opportunities & Awards
NEBRASKA Specs 00000 and above

*All files in Acrobat (PDF) format E unless otherwise specified.

s Specs 00000 and above

Date b Recommend/ Award
NO. Downloads Description 5 Opening - Amount
Advertised 4 Contractor
(Tentative)
Project| = Download EBS file Description of Project Here 10/13/04 11410/04
Number| = EBS Addendum
Mexd
@ Bidding Opportunities H
@ Purchasing Figure 9

» Click the Download EBS file link.
File Download 3] click Open to open the EBS file with the
Expedite program.

] Some filez can harm your computer. IF the file infarmation below
\“\Ij looks zuspicious, or you do not fully truzt the zource, do not open or

save this . Enter your Bidder 1D*.
File name: Project Mumber, ebs
File type:  Expedite Bid Docurnent *The Bidder ID is a number aSSigned to you
From:  lincoln.ne.gov by Engineering Services. If you do not have

a Bidder ID, you will need to contact
Engineering Services at 441-7540.

Would you like to open the file or save it to your computer?

Click OK.
[ Open ]| Save |[ Cancel ][ Mare nfo ] -

Alwayps ask before opening this type of file Bidder, ID Not Found El

- Tou must enter a Bidder ID to azsociate with this Agency. Bidder [D's
Figure 10 are sometimes referred to az Yendor [D's. Bidder ID's maybe modified
later fram the Toolz-» 0 ptiohs menu choice.

The project opens bringing the bid information on

the screen, as shown in Figure 12.
Agency: LIMCOLM LCancel

Bidder IC:: More Details ...

Uil

Figure 11
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Step 5. Enter Your Bid Information

A Expedite Bid - Project%20Number[1].EBS (0. Amendments) Project Number
Eile Edt Tools Wew Help

FEEH & HE 4

Notlce two = o e Agency LINDOLN Bidder ID: (0174
folders are red liscellaneous Data Letting Date: [10/27/04 Project ID: Project Number
. Call Order: D04 Courty: Lancaster
and one is Conlract ID: [Project Number Amendments: [0
g reen . Date Generated: 10/25/04 Joirt Bid: [No
Date Revised Check: 7D48C244

Description: D esecription of Project Here

The green folder
indicates there is
no entry needed.

The red folder
indicates
something needs
to be entered.

Bid total: 0.0
For Help, press F1 Bid Tatal: 0.00
Figure 12
A Expedite Bid - Project¥%20Number[1].EBS (0 Amendments) Project Number.
File Edit Tools Wew Help
EEE S HE 4 .
=-[E8 270ctond " Line Item Quantity Unit Unit Price Extension CI |Ck On the red
chedule OF ltems Section 0001 .
SR Hems in Section On folder labeled
oo 02.0030 E.000 Ea
e honond 210 551 Schedule Of Items.
0002 02.0060 EOOD Ea
Stump Remaoval [24" to 35")
0003 020090 21000 LF. The Unit Price text
Remove & Replace Fence
Section 0002 ol boxes appears.
Items in Section Two
0004 07.0020 21.000 5F
Concrete Sidewalk, 4" Thick H H
FEE This is where you
Modular Block Retaining Wall H H
0006 0B.0040 21.000 LF. enter your bld prlces
Handrails, Complete fo r each Ite m .
0007 08.0030 12000 CY.
Cancrete for Steps (In Place)
For Help, press FL Eid Total: 0.00

Figure 13



A Cxpadite Bid - Project%20Numbar{1]. 005 (0 Amendments) Project Numbar

After entering bid amounts for
each item, the folder turns green.

= 4 270004

If it does not turn green, click on
the Check Bid button ..+ to see
what was missed.

The green folder indicates all fields
are complete.

If there are no Addenda, skip to
Step 7. To download and enter
Addendum information, continue
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21,000 LT T
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000030
Concrete for Stept fin Plece)
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Step 6. Download and Enter Addenda Information
Download Addenda ) -
File Download f'5__<|

Go to the Purchasing “Bidding Opportunities
and Awards” page (lincoln.ne.gov, Keyword:
“bid”) and locate the correct project.

Click the EBS Addendum link. The File
Download dialog box appears.

Click Save. The Save As dialog box appears.
Click the Save in: drop-down list at the top of

the dialog box to choose the location to save
the file.

Some filez can harm your computer. IF the file infarmation below
looks zuspicious, or you do not fully truzt the zource, do not open or
zave thiz file.

VP

-
File narme: Project Murnber, 001
File type:

From: lincoln. ne. goy

Would you like to open the file or zave it to your computer?

|

Always azk before opening this tppe of file

[ Open Save |[ Cahcel l[ More Info ]

Figure 15

Click on Local Disk (C:), double-click My Documents and choose the Bid Files folder (or the

2)x

- & Bk B

Open Amendment File

Lack jr: | (= Bid Files

Project Murber, 001

File: narne; |F'r0iect Murnber. 001 Open

Cancel

il

Files of bype: |Amendment Files [*.0%

i

[ Open as read-onlp Help

Figure 16

folder you have chosen to save bid files).
*For assistance creating Bid Files folder, see
Appendix A-2

Click Save. When the download is complete,

click Close to close the Download Complete
dialog box.

Open Addenda

Open the project in Expedite (if necessary).

Choose File — Load Amendment... The Open
Amendment File dialog box opens.



Select the correct file (Saved in C:\My Amendment Changes rg|
Documents\Bid Files\ folder) and click Open. You
may need to change the Files of type: drop-down The fallowing Items have been added

i * 1 0010 50,0001 Misc. R d Replace Brai
bOX tO Amendment Flles ( O) CIICk Open' o011 07,0005 F';S\fcemeennﬁ'ﬁs?:a p:Eearﬁ:nt[ifgr]n!

0012 21.0930 Reinf. Steel for Structures [In Place)

The Amendment Changes dialog box appears.
Click OK. The Schedule of Items folder turns red,
once again, to indicate that you now need to enter
additional information to complete the bid.

Fill in your Unit Price bids to complete the bid.
The Schedule of Items folder turns green to
indicate the bid is complete. pint_|

. . . . Figure 17
If it does not turn green, click on the Check Bid button > to see what was missed. g

Step 7. Save and Print your Bid Proposal

Save the File Save As ?X]
Save in: |lﬂl Bid Files j I':j -

Select File from the menu and
choose Save As to save a copy of
your bid proposal.

Change the Save in drop-down box
to C:\My Documents\Bid Files.

It is important to name the file
correctly so City staff can keep
track of files from multiple

vendors! :
File name: |I:I1 14-ProjectMumber. ebs

Name the file using your Bidder Save as type: |Proposal Files [* ebs] - Cancel |
ID, a dash, and the Project
Number.
Click Save. Figure 18
Bid - Save to Floppy

File Saved The Bid — Save to Floppy dialog box appears.

YWould pou alzo like to zave the file to floppy disk?

You must turn in a floppy disk with your printed bid

5 o c o T | '
vetos: | o || | proposal. Insert a blank floppy disk in the floppy
[¥ Contirue to ask this in the ke drive and C"Ck Save to A:.

Figure 19 F— [‘S__c]
- .
L -

The file is now copied to your floppy disk.

0114-Projecthumber. ebs
From 'Bid Files' to 'A:Y'

[ ] Cancel

Figure 20




Print the File

Select File from the menu and
choose Print (You must turn in a
printed copy, as well as an electronic
copy of the bid proposal).

The Bid — Save to Floppy dialog
box will appear again. You may
click Cancel because you already
saved your bid proposal to the floppy
in the previous step.

The Print dialog box appears.

Choose the correct printer from the
Name drop-down box.

Verify that All is selected for Print
range.

Printer
Marme: WO zieipl2 Properties...
Statuz: Ready
Type: HPF 2500C Seriez
Wherer  WWDPzieip0Z2
Camment: [ Print to file
Frint range Copies
oAl Murnber of copies: 1 El:
" Pages  from: |1 toc |5
-
~
] 4 | Cancel
Figure 21

Enter the Number of copies you wish to print.

Click OK to print the document.

Turn in your printed copy and floppy diskette (or CD) to Purchasing by noon on the scheduled

bid date.

If you have any questions about the process or the Expedite software, please call Engineering

Services at 441-7711.

Feedback

We appreciate your comments! If you have any suggestions on how to improve the process, or
tips and tricks we may have missed, please let us know.

Email us at:

sideus@lincoln.ne.qgov
_Or_

mzuhlke@lincoln.ne.gov
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APPENDIX

*These instructions are written using Windows XP. If you are using a different operating
system, dialog boxes may differ from instructions.

A-1. Create “Expedite” Folder in “Program Files”

From the Save As dialog box, click the
arrow next to the Save in: drop-down box.
Choose the local hard drive (usually
indicated by (C:) ), if necessary.

Double-click Programs Files in the folder

Save As

Save i i e LOCAL DRIVE [C)

&

tdy Recent
Documents

| & 2

© [0~

I client

[T COMPAG

I cpoapps

[CIDefrag

[[2Documents and Settings
IChI3ss

IC2)My Documents

[0y Music

| WINDOW:
yWUTemp

list. _
~
Click the Create New Folder s
button that is located at the top w9
of the dialog box. A new folder appears My Computer
with the default name New Folder. o)
My Metwark

File name: ; bid.exe

v

[ Open ]

Save as type; ; Application

v

[ Cancel ]

With the New Folder text highlighted, type Expedite to rename the folder. If

e Folder

Rename, then type Expedite.

Press Enter to accept the new folder name.

Double-click the new Expedite folder that you just created.

the New Folder text is not highlighted, right-click the folder icon, choose

Continue with the step beginning with “Accept the default file name...” in Step 1 of the City of

Lincoln Online Bidding instruction sheet.




A-2. Create “Bid Files” folder

Open Windows Explorer by clicking
Start — Programs — Windows
Explorer.

Expand My Computer by clicking the
small plus sign = to the left of the

o My Documents

File Edt Wew Favorktes Tools

ook ~ ¥ O search

Help

Folders

X9

-

Adress | ) €My Documents

Folders
| (& pesktop
() My Dacuments
= My Computer
B 31 Floppy (a:)
© e LOCAL DRIVE ()
) Bentley

. . . Lo
folder icon in the left Explorer pane (if S
necessary). =i
5) Documents and Settings
) GoPlat
Expand the local hard drive (usually 2 S

indicated by (C:) ), if necessary.

Click on the My Documents folder.
The Contents of My Documents are
displayed in the right Explorer pane.

£33 My Music
i3] My Picturss
3 Roxio
2 My Music
) oracle
) plotwork
) Program Files

<
4 objects (Disk free space: 28.6 GB)

Hame
() Corel User Files
My Music
My Pictures
CiRoxio

Size | Type
File Folder
File Folder
File Folder
File Folder

len

Date Mo
05/12/201
06/07 /201
05/09/201
09j03/201

0 bytes 9 My Computer

Left Explorer Pane

Right Explorer Pane

Click on File at the top-left corner of the Explorer window and choose New — Folder. A new
folder appears in the right Explorer pane, with the default name New Folder.

With the New Folder text highlighted, type Bid Files to rename the folder. If

Jew Faolder

the New Folder text is not highlighted, right-click the folder icon, choose

Rename, then type Bid Files.
Click File — Close to exit Windows Explorer.

Continue with the City of Lincoln Online Bidding instruction sheet.
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